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PREFACE

The 6ocati0nal Educatjon amendments of 1976 mandate that sex
bias and ster=20tyYping be eliminated from all vocational edu-
cation pPrograms. .

The amendments set aside $50,000 of each state's Federal
vocational funds for this purpose ang mandate that each state
employ an individual fyll time to work on eliminating sex
bias and stereotyping from vocationaj programs.

, _
Each prcgram area hag special problems which must be addressed
in order to achieve sex equitY. In business and office occu-
pPations programs, the problems have heen centered around
increasing the number of male students in the pProgram, encour-
aging women to move jnto management positions and other upper
level supervisory jobg, and using Sex~-fair language in busi-
ness communications, ’

The sex equity moculeg are designed <o:
1 B

1. focus o2 issyes which are related to specific
clustsrs of career options s defined in
Delaware's competency-based goal oriented .
business and. office OccuUpations Curriculum;

2; provide information énd materials for one
' to three dayg of activities; and

3. focus the stydent's attention on those sex
equity concerns which will affect her/his
exXperiences 55 a student in the Classroom,
on~-the-job, 313 career decisjons. -

Instructjon in businegs and office occupations programs should:

1, afford both gale and female students opportunities
. to pursue a numper of career options; '

2. include a sex-fair curriculym; and

without regarq to the sex of the student.

P

3. provide Studsnts with cooperative work experiences

L
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I. INT®. . 2TION TO THEZ . LUSTER

1. DESCRITZTION OF ZROGI >
Business Tssents a brozd and diverse di ~la
that is i- "ariety of e :citional Eeijiver i
tefls--e_er : \ -lary, and p;;:\ﬁecondary scao- The
dual purc: .z of thi: -2ld of stud: :5 to educate inc :.itals
abou: bu: =-- ~Tovide a cecr 1lRuOUS program 0 -anned
learainc *‘erlenceL -=Zigned to e- if individquals w- °° the
‘£eCr ical .-ills ne-='2. . for comr :ting Successfully "~ r
emp-  me-  _n the bz .To = communizT .
Bus: i z-owcation inclt s competemcy-based programs -
off: - "TZpations, TIS1.:3SS teaching, bUSiness adminis—
and " -m- o understiTi s, Specifically, the Busirz==
ist: - =ad Office 2= -z=rs Cluster Provides career i~Zpdrmatiop
anc -z=g that he_p® ==udents relate their interest .. needs,
anc  :i ties to occipZ ii-nal opportunities jdenhtified =n five
are-  =° concentratiz=n: Ltusiness management, accountizcr, data
prc -s: -, clerical &== management-assistant ~ET§§£§:E— These
tiv TEr 7 intarrela=e  --3 €ach function providing or=ortunitiecs
£0r  .4vzn -2ment begi:nlfi with en*ry~level Jobs for thr= secon-
dar--sz - . graduate. ‘ever, many Positions do require at
lez-= =.  -ears of t=c Tal post-secondary preparation.

2. Vo< ICL-1 BUSINESS Mr. =

£ <= function of © .is clustor to prOVlde students with
tn:  ompetencies that .11 enable individuals to obtal aboro-
pr>- .2 jcons in their ¢ :sen business field--anq to advance
wi® .n an occupationa: srouping. In Delaware, the vocational
bu_-228s model consists of five sub-clusters whlch are illus-
tr=-=z below:

Busin25S Administration & k
Office Careers Cluster :

Iausiness Administration Cgﬁgers] LPffice Admifistration Careersl

7

lplerical Occupations

[Accounting Occupations

loata Processing Occupations

'lausiness Management Ocuupatiuns}h———

LManagement Assistant Occupations

EI{IC | e Ly

Aruitoxt provided by Eic:



SUB-CLUST=RS

The specific jobs for which students are “repared in the
Sub-clusters are indicated on Figure 2 of -hig guide. Ezch
Sbecific job has been identified/verified ‘ia survey of =—he
business community throughout the Delawar: region.

BUSINESS MANAGEMENT OCCUPATIONS (USOE 14,7200

ta)  Businsss AdminiStration careers

“he business administration program i:: iivided into
thrz2e sub-clustérs which emphaslze th: .ccounting,
data processing, and business manzgems.- - functions.

A garneral overview, specific job ¢est Stions, and
emplcyment outlook for each sub-clus:- g provided
below. Programmed learning guides as: st each stu-
dent through specific competency-bass: yodules which
may result in employment according t: -5y titles

identified.

(b)  Business Management Occupations

This sub-cluster is designed to ass: =t students in
developing job COmpetencies in busiiagg management
tasks that include the prccesses of dlanning, orga-
nizing, directing, actuating, and cintreplling.
Leadership training is fundamental =0 tpe sequentizl
learning experiences in the sub-cluster. . persons
typically found 1n top-management EJSitions deter-
mine company goals; those in middle-nanzgement pos:-
tions are the link between top-management and the
~actual operations of a husiness; and thcse in opera-
tions management are directly responsiki. for actual
implementation of company plans.

The focus of program training.iS to provice each
student with the initial experiences Necessary for
fulfilling the role as a small business opperator or
department/office manager. However, the program
experiences at the secondary school level provide

a foundation for. advancad study for Meeting the
requirements associated with a majority of positions
in management. '

A student entering this suyb-cluster shoylg possess
leadership responsibility, sincerity of purpose,
initiative, deciSion-making, willingness to work
long-hours, and the ability to communicate.
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(c)

Job DesCriptiong

Preprofessional training 'provided in this sub-clustey
concentrates on tasks related t0 the following
occupations: e e

(1) . Office Manager (D.0.T. 169.167-034)

supervises, coordinates, and organizes activitjes
of office;personnel suqh as typists, boOkﬁeepefS,
payroll personnel, filing assistants, etc.

(2) Administrative Assistant (p.o.r, 169.167-010)

AidS exeCutjves in staff Capacity by coOrdinating
office servyices such as Personnel, budget prepara-
tion and controls, records controls, and speciaj
management studies. : '

(3) Department Manager (D.O.T,. 189.167—022)
D;reCts and coordinates thréugh subordinate
Supervisory personnel departmental activVities
and functions in business, industrial or
service estaplishments. -

(4) Small Business Operator

Directs ang coordinates the overall activities

of a small pysiness; hires, trains, and discharges
employees, plans work Schedules; coordinates

sales promotion ‘and advertising; verifies
inventories; compiles: reports,

StatistiCs indicate that one out of every ten persong
qainfully employed in the United States is classifieq
ac part Of management. How2ver, to qualify for many
positionS in business manhdgement, the student must haye

‘gained actual experience through 3 variety of job leveis
in the field andg have completed advanced study at pPOost— . -
‘secondary institutions.

Employment Outlogk

Managers are needed throughout industry. The 1978 .
Occupational Out]ook Handbook indicates that there are
many job Opportunities in manufacturing firms. For
those individualg seeking careers inp business manage-
ment directly upon graduation fronp secondary School,
initial salaries wjll relate closely to minimum. wage,
However, for thoge with advanced training at a post-

- .. Secondary educatijional institution, initial salaries

L



. © will bpe substantially greater. Entry-level managers
(trainees) usually work the standard week ranging
From 35 to 40 hours per week. ManagerS in more

——~~TeSponsible positions carry heavier work loads and
may work longer hours.. '

.

1I. BUSINESS MANAGEMENT AND RELATED OCCUPATIONS -

- PERIFORMANCE AND OBJECTIVES ®

-

/
1./ FOCYSES
(a) Career ladders (upward mobility).
(b) Wemen in nontraditional jobs as managers.

:(c) Myths concerning women in the work force and in

management.
2. ACTIVITIES
K (a) Pre-test.

(b) Myth and realities.

(c) Conflic{ (perotion.vé. suggestive offers) .

(d) OcCcupational attitude survey. _ o W

(e} Sex steréotyped'charécteristics.éhalysié.

(f) Slide-tape pfeéentation.

(g) Qualifications for e@ployﬁent.

(h) POSt-t;est. k

3. PERFORMANCE OBJECTIVES (Competencies)

(a) Given an opportuniﬁy £o di;cugs personality ang Ehafacter

traits related to job. descriptions, the Student -will list

three traits which apply to women, three 'for men, and

three for managers. v L

(b)  Following a discussion of nontraditional jobs, the student
w1ll 1ist two nontraditional jobs for man and two. for
women in the business _and office occupations field.

. ~ . ! B
(c) Given the opportunity to discuss myths concerning women
in the work force, the student will list three of ‘these
myths and three related truths. = | ,




o

ITI..  INTRODUCTION TO BUSINESS MANAGEMENT MODULE
..1\\'5».,, N -_—

- According to the seasonably adjusted daty released in March, 1978,
Women workers made up only 6.3 percent of managerial and/or
administrative positions. Businesses must take the responsi-
bility of recruiting and hiring qualifieq women for management
bOsitions. Another strategy that should pe applied is to place
Women in jobs offering opportunities for advancement. Tt will
be necessary to include more women in training programs so that
they may take-advantage of existing opportunities in management.
Examples of managerial positions which have provided employment
Obportunities for women are: business managers, owner's of
businesses, members of board of directors, school, superinten-

j’ dents, personnel directors, principals, and various types of /
i Program directories. : !
/

( This module has been designed to give Stugents an opportunity

J Lo explore the issue of women in managerial positions. Activi-

{ ties will touch upon the following issues concerning sex equity
! . 1n management:
N | o “

(a)  Career ladders -- women -are often slow to move un
in a company and often do not Plan for advancement.

(b) Women in nontraditional jobs as pmanagers.

(c) Myths concerning women in the work force and in
management. ' :

1. OVERVILW OF 'INSTRUCTIONAIL ACTIVITIES

(a). Pre-test .

- The pre-test should be administered to measure the
student's awareness of the rales men and women have
in the labor force.

il

- (b) Myth and;Realities

one of the most difficult problenms in implementing sex
fairness in vocational education js working. with people
who ‘do not believe there is a Problem or do not sce a
need for change. Comments,that "hint" at sex biased
attitudes and destroy sex equity in the working. world
should be COQnteracgéd with accurate information. This
information may destroy some long-held myths and cause
students to questiopn life long Values. The students

) - -~ will need time to process theéseé new idéas before they
o ' can be expected to change their behavior and attitudes.
The following myths may be used tg initiate a discussion
concerning women in the work force. - '

| 1 ':{




(c)

,\
&)
Z

(g)
(h)

" Post-test .

List the Myths on the chalkboard, overhead, etc., and

ask for indiviqual opinions for each myth. After a ) !
brief 'disCussion, the teachers should share the "realityn
source for each myth. :

Conflict (Promotion vs. Suggestive Offers)
The“sfudent;shbuld read theé problem and answer the
three questlons at the bottom, followed by a class
discussion On the various answers.

Occupational~Attitude Survey

Instructions are outlined On the survey sheet. A classg
discussion may be conducted to determine what jobs the
students feel are held more often by men or by women
and reasons why this occurs.

Sex-Stereotyped Characteristics Analysis

The instructions are outlined on the survey sheet. The
student will note those characteristics that are more
often assigned to men or tO women. Considering the jobs
outlined for this cluster, the students should indicate
what characteristics are needed for each particular joh
and discuss the jobs as related to these personal

~ characteristics. Are males and females assigned to jobs

based on. stereotypes of traditionally male and female
characteristics? If so, why?

Slide-Tape Presentation

Qualifiéations for Employment -

‘The pre-test is also to be Used as a post-test. The

student should be expected to score 100 percent. At
this .point any incorrect answers should be discussed
and factual information given to support each wrong
Foncépti : )



10.

ACTIVITY (a)

M

Pre- and Post-~test

WORK FFOEZE QUIZ

studies show that 9 out of 10 girls will work outsige
the home at some time .in their lives.

The single woman usually workS less than 25 years ip
the labor forde.

A majority of women work because of economic need.

A majority of women who leave work to have children

never return to their job.

The employment of moﬁhérs vlead's to juvenile delinquency.

The average woman worker earns less than three-fifthg
of what a man does;, even when both work full-time,

Women have a much higher turnover rate in labor thap
men. ' o - _ -

The average woman worker is slightly less educated
than the average man worker. <

Fully employed women who are high 50hool~gréaua£és

~have less 1ncome on the average than fully;employed

men whO have not completed elementary school:

-~

Today more than half of all women between 18 and .64
years Oof age are in the labor force. : S v



1. True
2. Palse
3. True

4. False

5. False

6. True
7. False
8. Palse

9, True .

10. True

~men who have not completed elementary school,

ACTIVITY (a)
Pre-~ and Post-test

WORK FORCE QUIZ

Answer Key

Studies show that 9 out of 10 girls will work outside

- the. home at some time in their ] ives.

The Single woman usually works less than 25 years in
the labor force.

A majority of women work because of economic need.

A majority of women who leave work to have children
never return to their job,

The employment of mothers leads to.juvenile delingUency.

The average woman worker earns less than three-fifths
‘of what a man does, even when both work full-time.

Women have a much higher turnover. rates in labor than

men.

The .average woman worker'is slightly less educated
than the_average;man worker. : -
Fﬁlly employea,WOmen who are high school graguates

have less” income on the average than fully employed

Today MOre than half of all womepn between 18  and 64

v

years Of age are in the labor force.

ey

Fun
.- f
e
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ACTIVITY (p)

D THE REALITY

From the U.5. Dept, of _abor, Employment Standards Administration,

Women's Bureau, Washin -on,

The Myth

A woman's place is in
the home,

Women aren't Seriodsly
attachedq to the labor
forcé; they work only
for extra pocket: money.

<

’

Women are out ill more
than male workers;.-they
cost the company more.

outside the home at some time ip

D.C. 20210
The Realitz

Homemaking in itself is po longer a
full-time job for most peOPle. Goods
and services formerly Produced in the
home are now commercially available;
laborsaving devices havVe lightened

or eliminated much work zround the

house, X

‘Today more than half of all women.
- between 18 and 64 years of age are

in the labor force, where they are
making substantial contribution to
the Nation's economy. Studies show
that 9 out of 10 girls will work

. . /
thelr lives. - :

- Oof the nearly 34, million WOmeﬁ in’
the labor force in March, 1973,

nearly half were working because

of pPressing economic neegd. They
were-&jther single, widoyed, divorced,
or Separated or had husbhands whose
incomes were less than $3,000 a year.
Anothey 4,7 million had huSbands with
incomes between $3,000 and $7,000. 1/

A recéht Public Health SerVvice sﬁudy“
shows little difference jn the absentee

‘rate dye to illness Or injury: 5.6

days a year for women cQmpared with

5.2 for nen.

1/ The Bureau of _abor StatistiCs estimate for a loy Standard of
living for an urbar famjly Of four $7,386 in autumn 1972, This
estimate is for'z family consisting of an employed hysband aged
38, a Wife not employedq outSige the home, an 8-year-old girj,

and a l3-year-ola boy.



v S N
Women don't work as . A declining number of women leave work
long or as regularly for marriage:and children. But even
28 their male co- = - among those who.do leave, a majority .
workers; their training return when their children are in f
is costly--and largely - school. " Even with a break in employ-
wasted. ' | ment, the ayerage women worker has a

worklife'expectancy of 25 years as

compared with 43 years for the average
\ ' male worker, The single wOman averages
\ 45 years in the labor force.

net differences for men and women are
generally small. 1n manufacturing °
| 7 industries the 1968 rates of actessions
' per 100 empjoyees were .4.4 for men and
, 5.3 for women; the respective separa-

\ studies on jabor turnover indicate that
|

tion rates were 4.4 and 5.2. N\
Married women take o There were 19.8 million.married wome;\\
jobs away from men; in (husbands bresent) .in the labor force
fact, they ought to : in March, 1973; the number of unem-
quit those jobs they ployed men was 2.5 million. If all
now hold. : the married women stayed home and /

L : unemployed men were placed in their
© - jobs, there would be 17.3 million

unfilled jObS}

i Moreover, most unemployed men do not

; have the education or the skill to

! quqlify for many of the jobs held by
women, such as secretaries, teachers,
and’' nurses. - '

e

women should stick to . Job redquirepents, with extremely rare
"women's. jobs". and : exceptions, are unrelated to sex.’
shouldn't compete for - Tradition rather than job content has
"men's jobs." © . .led to;labelingiqertain'ijS"aS women™'s
: ‘ . -and others a5 men's. In measuring 22 :

inherent aptjtudes and. knowledge areas,
-a research laboratory found that' there
is no sex djfference in 14, women excel

. in 6'.and'men‘?x0él in 2. iy

5 - WOmeh“don'tuwant“reSPon~ B Relatively few women have been offered

sibility on the job; they j positionS'of»responéibility. But when '
don't want promotions . given the€se opportunities, women, like
or job changes which adg men, do Cope with job responsibilities
‘to. their -10ad. _ : in addition +o personal or family.

175




12

N B . responsibilities, 1In 1973, 4.7 million
. ' women held, professional and technical
jobs, another 1.6 million worked as
non-farm managers and administrators.
Many others held supervisory jobs at
~all levels in offices and factories.

The employment of ‘Studies show that many factors must be
mother leads to considered when seeking the causes of
juvenile delinquency- juvenile delinquency.- Whether or not

a mother is employed does not appear
to be a determining factor.

These studies indjcate that it is the
quality of a mother's care rather thar
the time consumed in such care whic

is of major significance. :

‘Men don't like to Most men who complain about women
~work for women ~ supervisors have pever worked for a
supervisors.,. : woman. .

In one study where at least three-fourths
of both the male and female responder-s
. © . (all executives) had worked with wgm=n
‘ \ managers, their evaluation of women in
' management was fayorable. On the ogzher
: , hand, the study showed a traditionai/
b . Cultural bias amorg those who reacted
. ‘ . o unfavorably to women as managers.

In another' survey in which 41 percent
of the reporting firms indicated that
they hired wOmen gxecutives, none
.rated their performance as unsatis-

. . factory; 50 Percent ‘rated them adeguate,
y . I . 42 percent rated them the same as their
) - - Predecessors; and 8 percent rated tham

\ Y . better than their predecessors..

a ) : . g . ) e
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ACTIVITY: (c)

CONFLICT: PROMOTION VS. SUGGESTIVE OFFERS

M1 .slle Cantor is Currently th® ASsistant Secrc- ' Treasurer
£5. & large, local corporation. Throughgut her o IrS
witnh the corporation, Mjchelle has been tyeated .1.. She
has Zinjished her four-vear college degree and h: ivesd
Numerous promotiOns. - Mjichelle is very happy wit Jc.  and

has excellent opPortunities for advancement.

Recently, John Wilson, Vice-Presideént of personnel, -equested
@ conference with Michelle conc€rnlng a pending prolotion.
During the meeting with John, Michelle learned that the posi-
tion of vice-PreSident of FinanCe 'would he open within tpe
Next six months. Mr. Wilson informed Migpelle that she was
one of three candidates being considered and her credentjals
would be reviewed by a gelection qommittee in the near fuytuyre.
She expressed her interest in the Vice-Presidency at that time.

Over the next foUr-week period, Michelle ;ttended numercys
Public relations and socig] affairs on behalf of the corpora-
~tion. At one of these events she was approached by John Wilson.
He "entioned that being the ranking membey of the selectjion

C. ..ictee, he waS in a position to do hey a favor by recom-

I .:airz her for the promotijon. .However, inp r=turn he expected.
hzz to meet him erqueﬂtly on a prilvate hasis. R

$zudent D:$cussion Questions:

‘(a) What are Michelle's qual;ficatiOns for the Position?

*
(b) Should Michelle discusS the Propgsition with anyone
at the Campany? - |

(c) Name sev=ral ways she can respong to Mr. Wilson s
propcsak.. ST P .

21,
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ACTIVITY (d)

OCCUPATIONAL ATTITUDE SURVEY

computer Operat

or

Programmer (Tra

inee) - I

Instructions: For each occupation 1if:ed below check the colump
which mOst aptly describes the sentiments you
believe are held by mest people in your community,
Check the column listeZ "female" if you believe
most peOple think a wcsien should have the job.
Check the column listed "male" jg you believe
most peoPle think a men should nhave this job.
Check ohe of the three inner colymns if "either"
male or female, "mostly femalen" op "mostly male"
applies mMore appropriazely.

—_— T T ! 1 ] !

_ [ 1 Mostly ! 1 Mostly !
Job Title '~ 1 Male Male 1 Either | Female | Female
] 0 1 . 1 »l"

Office Manager ! ! I ‘ ! - '

Admin, Ass't ' K —ﬁ ' -

Dept. Manager R T ' ’

small.Bus. Operator I I ! ! !

Accountant ~ | | I ! !

Audit Clerk.- . , i ; e

-AcCCts, Rec. Ass't '

Accts, Pay. Ass't .- T ' ' ' _

Cashier ! J ! ! :

Bank Teller l | ! ! !

Billing Ass't 1 : . L— '

Timekeeper _ . \ — , +

Pavroll Ass't - M . _

Balance Ass't i i . - _

Statistical Ass't - ! ! ! '

Accounting Ass't ! | : ! '

(Bookkeeper) ! " 1 | L
calculating'Machine 4 i R | i /
Operator - - :

Terminal Systems Operator il _ " -

Data Typist : i : P !

Keypunch Operator ! i ! J '

Terminal Operator o 1 1 -1 !

‘Data.Exam Ass't o n . ' — ) +—
computer Operations Sup. - _
T T o L
T 1 !
} ! !

ExeCutive Secre

tary 1
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Job 1
——*———’\—-\_

Secretary
Legal Secretar
‘Medical Secret
Technical- Secr
Stenographer

- CorrespoOndence

Word Processin
Assistant Typi
Typist
MagnetiC Tape .
Transcribing M
- Operator
Records -Supery
File AsSistant
Repographics p
‘CorrespoOndence
. General Office
"Mail AssSistant
. Calculating/ad:
" Machine Oper:
Inventory Assi.
Stock Assistan-
Shipping/Recei
Assistant
Telephone Oper;
.Réceptionist
Office Helper
- Messenger ~.




ACTIVITY (q)
(Cont'q)

OCCUPATIONAL ATTITUDE SURVEY

T T T . T
T I Mostly ! | Mostly !
Title t Male |, Male | Either | Female | Female
' - 1 1 1
) | i ! |
cy T T — T——
tary ] | ] ! ]
retary I a 1 i 1 |
: l ! | ! !
¥ Secretary N . ]
1g Sup. N - ' T F
LSt . T T T | B T
1 ] ! ! I
Operator i P ) | )
fachine K | | T
11SOr A — —+— f“_’ —+-
: - T T T A B T
Jperator P i l i
» Ass 't | i | s T
: Ass't ) R s )
[ding. ' T ; T+
‘ator 1 1 | ! - |
Stant ] i ! [ I
vt ' ] .1 ] -1 ]
Ving. t 3 | J 1
ator ' T — T +
T B 1} I T
7 ! I - [
- >| 4 i i i |
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ACTIVITY (e) '\'
SEX STEREOTYPED CHARACTERISTICS ANALYSIS

Check the column you believe most nearly descripes
the characteristics of males and females. :

Male | Female : " Male | Female
1. Self reliant ’ : 31. Compassidhéte ‘
2. Yielding ' 32. Sincere
3. Helpfyl . 33. Self-sufficient
4. Defends own | 34. Eager to soOthe
beliefs ' . hurt feelings
' 5. Cheerful I 35. Conceited
6. Moody 36. Dominant
7.  Independent 37. Soft-spoken
8. Shy | . 38. Likable
9. Congcjentious ‘ - 39. Warm
‘10,  Athletic . _ . : 40. Solemn
11. Affectionate | 41. Willing to take
12. Theatrical v @ stand

.13n ASSertiveu 42- .Tender

l4. Flatterable v i 43. Friendly .
Lls. Happy . . 44- Aggressive“
16. Strong personality’ o ~45. Gullible
17. Loyal : » 46. Ineffibient‘
"18. Un i ble o 47. Acts as a
Predicta | leasen

19. Forceful S | 48. Childlike |
2l. Anajlytical -

A /50. Indiyidualistic
22 Sympathetic 2/51. Does not use harsh

23. Jealous. . / language

24. Has leadership | 1 // 52. Unsystematic
i - ab;l%t%es - ./ 53. .Competitive
: 25'~§22§;tg§egiﬁe§28 T "/ S4. Loves children

26.  Trutpful .. . ! 355. Tactful

27. Willing to take .56.  Ambitious

risks. : . : “57. Gentle

28. Understanding . e 58. Conventional
@29 Secretive - -
030- Makes decisions

: easily
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] ACTIVITY (gq)
QUALIFICATIONS FOR EMPLOYMENT

1. PURFPOSE

(a) To expose’ students to' the many different jobs available
ln .Business Management and related occupations.

(b)  To show stidentS that the qualifications for employment
: are not determined by sex.

a

2. PROCEDURE

(2) The teacher should discuss the many jobs available
Within the management cluster. The teacher might
have students add to the list below.

Ekamglés of Job'opportunities‘in Business Management Occupations:

' BUSINESS MANAGEMENT OCCUPATIONS

30.S.0.E. bp.o.T.. .  POSITIONS

14,0805 - '169.167-034 | _OfficeAManaée;

14.0801 _ 169.167-010 - Administrative AS%iStant o T
14.0899 189.167~022 -Departmeﬁt Manager

e ——— --;; —————— - small.Business dpe;ato£'

A list of job opPOrtunities specific to the course should
be developed. In discussion or through research, students
May learn what e2Ch of the jobs entail. - :

(b) - When the list is f;irly_complete, distributée the gtudent
' activity sheet and have the students decide independently
which job or jobs this person is qualified for. piscuss

-after they have decided. _ o
~ How did you decide ﬁpon a‘§QSitfon?

- - Whatnqualities do you see ‘neceSsary for each
i occupation? o )

= What characteristics are not at all necessary.
for each job? :

- Do ‘you think thisg person is a male or a female?
Why? :
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. - If you learned that the person currently filling
o the 9051;10n Was a male, -how would this influence 0
your choice of ppsition? '

- In looking at the qualifications of the applicant,
is this person over qualified for the job?
Underqualified>

- Supposeé you learn the sex of the applicant. Would
you change your job offer? Why?

~ What jobs-are yoy interested in?
T - How are you Qualified for these jobs?
3. VARIATION OR FOLLOW-UP

Have students research any job in which they have an interest.
From the research, have them list the requirements they feel
are Necessary for.-the job. Do they see .this job as being -
exclusiyely for a male or 5 female? What requirements would
" limit the job to One sex? Has their Perception of the job
changed any.after,researchingvit? Have students share their
results with the class. yse the "Financial Facts of Life"

activity, ;,%
. M. Smith has just graQUéted ffdm;high school and is applyingqup- =
~-a Job. In the ‘interview and from the references, the personnel o

director finds that the candidate has the f£ollowing qualities:
~(a) “Avknowledge of tﬁe'compaﬁy through: summer jobs.
(b) A good grade average in high school, R e
(C);.A‘goed'atténdéndézrecord'iﬁ high SChOQl.
(aj BUsinesgland math Sk%ils.
(e) A plea;ant pereonality.
'gf)' A desire £6 move up in the company . -
(g) Recommendations that jpdicate’ the candidate is
dependable and has an ability to get along with
Other people. ' ' ' .

.(h) A knowledge of safety precautions; an awareness of
the importance of following instructions. -

(1) A driVer's'liCense.

“(3) ,GOOdchéalth and neat appearance;

What jobs would you offer M. Smith? -

26




A RIDDLE

While driving to the Store, a young boy and father were involved
in a serious car accident. The father was killed and the boy
was injured and taken to a hospital. At the hospital, the boy .
was examined and an emergency operation was needed. The resident
surgeon had scrubbed up, put on a gauze mask, and was waiting in
the operating rocm when the boy was ‘wheeled into surgery. The
surgeon took one look at the boy and cried, "I can't operate.
This is my son." :

Who was the surgeon?

-- 'source unknown

*I9yjow s, Kogq syl :ismsuy
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- Women Are Undenepresented as Managers
and Skilled Craft Workers |

/
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